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C 0 N FI D F N T I A L 

CENTRAL II'mCLLIGENCE AGENCY 
Washington, D, C, 


ADMINISTRATIVE INST 
NO. 



21 November 1949 


SUBJECT: Maintenance of Files of Cables from Participating 

Departments 

RESCISSION: Administrative Instruction No. dated 

25 February 1949# 


1# The Office of Collection and Dissemination will 
maintain a reference file of all intelligence cables received 
from other agoncios for a period of si;: months. These cables 
will bo dostroyod in accordanco with existing security regulations 
aftor being held for six months. 


2. All requosts for cables will be made to 0CD. If a 
cable required is oldor than six months it will bo procured 
by 0CD from the original recipiont. 

3# This procedure docs not pertain to certain special 
cablos now being handled separately. 


4. Any provisions of Administrative Instruction No. HI 
dated 10 December 1946* in conflict with this Instruction are 
roscindod. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



DISTRIBUTION: A. 


CONFIDE NTIA L 
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CONFIDENTIAL 


CENTRAL INTELLIGENCE AGEi.'CY 
Washington, D, C. 


ADMIN IS TRAT IVE INSTRUCTION 


25 February 1949 


SUBJECT: Maintenance of Filoe of Cables from Participating Departments. 


1. Ef f octiv^ij.inadiately and ponding revision of Administrative 
ns .ruction No, "Tentative CIA Administrative Procedure for Handling 

Cables from Participating Dopartmonts", datod 10 December 1946, the follow- 
ing procedure will govern the maintenance of files of intelligence cables 
received from other agencies; 


. a * 0CD maintain for ninety (90) days after roceiot an 
indexed reference file of all IAC intelligence cables recoiled. 


b. Communications Division, OSO, will maintain a like file 
oi* the sane cables for a period of one year. 


c. Each activity indicated above will destroy those files in 
accordance with existing security regulations when they havo boon 
held for the prescribed period. 


2. All requests for cables will be made to 0CD. If a cable required 
is older than one year it will bo procured by CCD from the original recipient 
or from the Archives, 


. „ 3 ’ This procedure does not pertain to certain special cables now being 

Handled separately. 


4- Any provisions of Administrative Instruction No, datod 

10 December 1946, in conflict with this instruction arc rescinded. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Captain, USN 
Executive 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 




ADMINISTRATIVE INSTRUCTION 
NO. 




SUBJECT: Maintenance ofFilee of Cables from Participating Departments 

a//. /\ .X -//o' » ■■ </* i X ~ 

1. The Office of Collection and Dissemination will maintain 
a reference file of all intelligence cables received from other 
agencies for a periou of six months. These cables will be destroyed 
in accordance with existing security regulations after being held 
for six months. 

2. All requests for cables will be made to 0CD. If a bable 
required is older than six months it will be procured by 0CD from 
the original recipient. 

3* This procedure does not pertain to certain special cables 
now being handled separately. 

4# Any provisions of Administrative Instruction 
dated 10 December 1946, in conflict with this Instruction are 
rescinded. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE r 


DISTRIBUTION SA 


Captain, USN 
Executive 
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SUBJECT: Maintenance of Files of Cables from Participating Departments 


CONCURRENCES: 
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CENTRAL IIITELLICEIKE A05KCY 
Washington, D. C, 


ADMIHISiiiATTVE IUST RUCTIOK 

t'Q* (Revised) 



SUDJT.BT: Maintenance of Files of Cables from Participating Departeiants 


1. The Office of Collection and Dissemination will 

a reference file of all intelligence cables received from other 
agencies for a period of six months. Those cab3.es will bs destroyed 
in accordance with existing security regulations after being hold 
for six months. 

2. All requests for cables will bj made to 0CD. If a Sable 
required is. older than six months it will bo procured by 0CD from 
the original recipient. 

3. This procedure does not pertain to certain special cables 
now being handled separately. 


4. Any provisions of Administrative Instruction Ho. 
dated 10 December 1946, in conflict with this Instruction are 
rescinded. 


FOR TUB DIRECTOR OF CBmilAZ IHToLLIGEHCEs 


25X1A 


DISTSIBUTI® JU 


Captain, WSH 
Executive 
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CENTRAL MTELLIGENCE AGEwf 
Washington, D. C, 



ADMINISTRATIVE INS TRUCTION 

MO, MMHB 


25 February 1949 


SUBJECT* Maintenance of Files of Cables from Participating Departments. 


| 0( -yi a ^ Effeotiv^tanediately and pending revision of Administrative 

: zoAl A Instruction No.BHJ "Tentative CIA Administrative Procedure for Handling 

Cables from ■ Participating Departments ", dated 10 December 1946, the follow- 
i ing procedure will govern the 'maintenance of files of Intelligence cables 

received from other agencies* 

a. 0CD will maintain for ninety (90 ) days after receipt an 
: indented reference file of all IAC intelligence cables received. 

I ' b. Communications Division, OSO, will maintain a like- file 

I of the same cables for a period of one year, 

c. Eaoh activity indicated above will destroy these files in 
accordance with existing security regulations when they have been 
held for the prescribed period, 

! 2, All requests for cables will bo made to 0CD, If a cable required 

i .is older than one year it will be procured by 0CD from the origi na l recipient 

; or from the Archives, 

3. This procedure does not pertain to certain special oables now being 
: handled separately, 

25X1 A 4. Any provisions of Administrative Instruction No, dated 

10 December 1946, in conflict with this instruction are rescinded. 

! FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 

Captain, DSN 
Executive 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 



ADMINISTRATIVE INSTRUCTION 
NO. 



if/. 

r sTri> / 

SUBJECT: Maintenance of Files of Cables from Participating Departments. 

1. Effective immediately and pending revision of Administrative 
Instruction No. "Tentative CIA Administrative Procedure for Handling 

Cables from Participating Departments", dated 10 December 1946, the follow- 
ing procedure will fee empl o yed In ^thT^aintenance of files of intelligence 

cables from ; 

A A 

a. OCD will maintainor indexed reference^ file of all IAC 
intelligence cables reoelved ^ar 9~0 days aft er_receiptT> 

b. Communications Division, 0S0, will maintain a like file 
of the same cables for a period of one year. 

c . B o th of tho^ ectivit^' indicated above will destroy 
ttete files in accordance with existing security regulations 
when they have been held for the **eq««tte-time, 

2. All request, for cable, .ill be ..da to OCD. If a cable required 

i. older than one year it .ill be procured by OCD fro. the original r.olpient 
or from the Archives. a.. 

3. This procedure certain special cables now being 

handled separately. 25X1 A 

4. Any provisions of Administrative Instruction No. dated 

10 December 1946, in conflict with this instruction are rescinded* 25X1 A | 

11 ' j 

.. . 25X1A 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: j 


DISTRIBUTION: 





Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020002-0 





Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020002-0 


:.l^A13LFLED7 RE3TRICTE CONFIDENTIAL SECRET 

(SENDBY WILL CIRCLE CLASSIFICATION TOP AND BOTTOM) n 


CENTRAL INTELLIGENCE AGENCY 

OFFICIAL ROUTING SUP 



I "^A PPROVAL I I 



I — JCONCURRENCE 


INFORMATION 
DIRECT REPLY 

PREPARATION OF REPLY 
RECOMMENDATION 


SIGNATURE 


DISPATCH 


REMARKS: 


.SECRET CONFIDENTIAL RESTRICTED /UNCLASSIFIED 


Approved For Release 2001/08/02 : C)A-RDP81-00728R000100020002-0 








Erocutlvo Bogtiilry 

■TANDAnD fobm Jjf d For Re | ease 2001/08/02 : CIA-RDP81 -00728R0001 00020002-0 „ 

& - ^ £ & y 

Memorandum • united states government 


to : Acting Executive date; 2 February 19 U9 

from : Acting Management Officer 
subject; Retention of Cable^ Files. 


1* Preliminary discussions were held some time ago to determine the 
length of time copies of cables secured from the IAC agencies were to be 
retained in: (1) the OCD Library, (2) Communications f 

2* All agencies in CIA to a certain extent utilize these cable files* 
However, ORE is the primary user. 

; 3* Recently the subject was reopened and Management questioned the 

OCD Library Personnel to determine how many cables have been called for 
\ by operating offices after they were 90 days old. Only one request had 

J been recorded. There is no record of CIA having ever asked Archives for a 

cable so old as to have been destroyed by this Agency or by its original 
receiver. 

k» Based upon the above, it is recommended that all cables received 
be indexed and filed in OCD (after use when that is the case) and main- 
tained for a period of 90 days. All cables over 90 days old would be 
destroyed according to security regulations. 

5* It is recommended that Communications maintain their file of 
i\ / these cables for a period of one year. After this time they would be 

destroyed as indicated above* 

; 6* By • this means OCD will be able to give prompt cable service for 

current cables (less than 90 days old)* Older cables (up to one year) 
j would be secured by^ OCD from Communications upon request. For cables 

j which are more than one year old OCD or Communications will secure copies 

from the original source or even the Archives. It is the belief of the 
Management Office that cable usage indicate the above procedure, will be 
adequate. This procedure will not ^f feet certain other cables. (Reference 
our conversation.) 

■ i . 

S 7* (Note: OCD Personnel indicated that they w under stand" General 

| .Wright desired that cables be maintained for any reference, and this 

decision should be checked with him.) 

- miHIHHIHiHHHIHHIHi 


1 Attach. 
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k February 19 h9 


MEMORANDUM FOR: Assistant Director for Special Operations 

Assistant Director for Collection and Dissemination- 
Assistant Director for Reports and Estimates 
Assistant Director for Operations 

SUBJECT: Maintenance of Cable Files for Reference. 

1. The result of a preliminary study by the Management Office indi- 
cates that of all the cables received from the IAC Agencies either by OCD 
or by Communications, and when filed by 0CD, that 99 per cent of the re- 
quests for cable reference is within the first 90 days such cables are in 
possession of CIA# 

2# It is recommended, therefore, that: 

a. OCD maintain an indexed file of all cables received for 90 
days for ready reference. 

b. Communications maintain their file on the same cables for a 
period of one year. 

c. Both of the activities indicated above destroy their files 
when they have passed that date# 

3. Bequests for cables should be made on the basis of the above, and 
if a cable required is older than one year, it will be procured by OCD 
from the original recipient or from the Archives. 


k. All requests for cables will be made to OCD. 

5. This procedure will not affect certain special cables now being 


handled separately. 
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G OHF I D E !■! T 1 A L 

CENTRAL INTELLIGENCE AGENCY 
Washington, D, C. 




25X1 A 


ADMINISTRATIVE INS TRUCTION 

NO. ■■■I 


21 November 1949 


SUBJECT: Maintenance of Files of Cables from Participating 

Departments 

.RESCISSION: Administrative Instruction No. dated 

25 February 1949. 


1. The Office of Colloction and Dissemination will 
maintain a reference file of all intelligence cables received 
from other agencioc for a period of si:: months. Theso cables 
will bo destroyed in accordance with existing security rogulations 
of tor being held for six months. 

2. All requests for cables will be made to CCD. If a 
cable required is oldor than six months it will be procured 
by OCD from tho original recipient, 

3. This procedure docs not portain to certain spocial 
cables now being handled separately. 

4. Any provisions of Administrative Instruction No. 
dated 10 Docoraber 1946, in conflict with this Instruction are 
rescinded. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 


25X1 A 


25X1 A 


25X1 A 


Captain, UoN 


Executive ‘ 


DISTRIBUTION: A. 
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